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Election Setup

The Election Setup chapter outlines the tasks clerks must perform to manage an election using SVRS.

Key Terms

Ballot Style: Ballot Style refers to the unique set of Contests and Candidates that will appear on a given voter's
ballot. All voters with this exact same set of Contests and Candidates will have the same Ballot Style in SVRS,
regardless of ward. Two voters whose ballots differ by even one Contest will therefore require different Ballot
Styles.

Ballot Styles are created in SVRS at the municipal level, either by a Self-Provider or by a Provider for a Relier.

At present, the term ‘ballot style’ as used in SVRS is different and independent of the external ballot creation
software. If your external ballot software generates a different ‘ballot style’ based on voting wards even if they
share the same unique combination of contests and candidates, your external software will generate more ‘ballot
styles’ than those generated in SVRS. SVRS does not create or print the actual ballots.

Contest: A race for elected office or a referendum question.

Election Inheritance: Election inheritance is the concept of sharing election administration across government
units using SVRS. For example, the State is responsible for setting up the Spring Primary, Spring Election, Fall
Primary and General Election. Counties will then ‘inherit’ (or choose) the election that the State has created to
get the benefit of entry done by the State. Self-Providers and Providers on behalf of their Reliers then ‘inherit’
the election from the County, thus benefiting from the work done at the State and County level.

Election Owner (also known as ‘Owner Jurisdiction): The election owner is the jurisdiction that created the
election. An Election Owner will be the State (GAB), a County, or a Municipality, depending on the highest of
these levels with a contest on the ballot at the election. School District contests are setup at the County level.

Election Setup Wizard: The Election Setup Wizard collects information about the election, whether you are
inheriting an election or creating an election from scratch.

Milestone: Milestones represent major points in the SVRS election cycle that reflect and can affect the status
of the election. See the following page for more information about election milestones.

Polling Place Assignment Plan: The Polling Place Assignment Plan (PPAP) is a reusable template that contains
information about the wards, workers and supplies used at a polling place. The Polling Place Assignment Plan
also affects how your poll books are printed and connects to the Voter Public Assistance website. Consequently,
you may have one PPAP you use for Spring Elections and one for Fall Elections - if you print your poll books
differently during those specific election cycles.

Reporting Unit: A single ward or grouping of wards that collect and report election results entered into SVRS.

Reporting Unit Plan: Like Polling Place Assignment Plans, Reporting Unit Plans can be created and saved to be
used during Election Setup. The Reporting Unit Plan also connects to the G.A.B. Canvassing System and affects
how you will enter your results on that site. You must incorporate a Reporting Unit Plan into your election to be
able to generate a results set and use SVRS to report canvassing numbers.

The full SVRS Election Cycle Checklist (see Appendix B) outlines the steps clerks must perform to manage
an election using SVRS. This page presents only those steps of the check list needed to setup an election.
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SVRS Election Cycle Checklist (Election Set—Up Portion)

Milestones and Activities

Details

| 1. Create or Inherit an Election

H =  Counties Inherit the Election from
the State; Municipalities Inherit
the Election from their County or
Counties

] = Assign Polling Place Assignment
Plan and Reporting Unit Plan

e Before creating or inheriting an election, verify that you
have added Polling Place Locations and created a
Polling Place Assignment Plan

e Before creating or inheriting an election, verify that you
have created a Reporting Unit Plan

2. Check Milestone 1: Election Setup

3. Check Milestone 2: Election Active

4. Enter Detailed Election Information

= Add Contests

= Add Candidates

e Milestone 1 is automatically marked complete when the
user completes the Election Setup Wizard

o When Milestone 2 is checked, users can proceed to
enter contests and candidates for that election

= Before entering a contest for an elected position,
you must setup a corresponding Office Type

= Clerks only need to create an Office Type for a position
once, and can reuse it from election to election

O|loood 0O O

5. Check Milestone 3:
Ballot Setup Finalized

Checked to signify that the clerk has

accurately entered all contests and
candidates for that election

L] 6. Generate Ballot Styles

e Clerks may not make changes to contests and
candidates while Milestone 3 remains checked

e |n an inherited election, the election owner must be the
first jurisdiction to check milestone three, followed by
any inheriting jurisdictions in the following order:

State -> County -> Municipality

e Clerks must do this step for voter names to print on poll
books

| 7. Check Milestone 4:
Ballot Styles Finalized

e Clerks may not make changes to ballot styles while this
milestone remains checked

¢ Do not make any changes to District Combos after
generating ballot styles and before Election Day

o After Milestone 4 is checked, you may begin generating
absentee ballots and poll books

V5/10/2013
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Create a Polling Place Assignment Plan

IE A Polling Place Assignment Plan (PPAP) is a reusable template listing the polling place locations,
election workers, and supplies needed for a certain type of election. You can create and maintain
multiple PPAPs if different types of elections use a different number of polling places or different polling
place locations.

Prior to setting up a Polling Place Assignment Plan, you should create your Polling Place Locations and
(optionally) Election Workers in SVRS. See the Polling Places and Election Workers chapters for more
information.

-84 Elections
™o

Planz

1. Expand (+) the Elections node.

Reporting Urit Plans

Ny Archived Elections

N 2012 PARTISAN PRIMARY —
N 2012 JUNE 5 RECALL ELEC

2. Expand (+) the Plans sub-node.

Q 2011 RECALL ELECTION §
“ 2011 SPECIAL ELECTION 2

Q 2011 RECALLELECTION 5 =
| »

3. Click Polling Place Assignment Plans. .

4. Click the Add New Assignment Plan Quick Task to
open the Polling Place Assignment Plan — Add form.

Pullingplace:\ssignmentplan - Add -
5. Inthe Assignment Plan Description [ save and Close [ Saveardtiew I, Close _

J 3 Quiick Tasks |~3I> l '“ Set Defaults  Use Defaults

box, type a name for the Plan.

[zzsignment Plan Description: GENERAL ELECTION
Setup Polling Places Based on this District Type: ward j

6. Inthe Setup Reporting Units Based on this
District Type list, select Ward. All Polling
Place Assignment Plans should be based on
wards.

7. Click Save and Close button.

V5/10/2013 -4 - Create a Polling Place Assignment Plan



I statewide
-

v r regist ion
P aystemn

(W

Election Setup

Add Details to a Polling Place Assignment Plan

After creating a Polling Place Assignment Plan, you must add details to tell SVRS which voting districts
that polling place serves on election day. If you do not, your poll lists will not contain any names.

You may also add details about the election workers and supplies that the polling place needs for an
election. Adding election workers and supplies is optional.

1. Expand (+) the Elections node. [ ~ | |
ﬁ wielzome to AESM -
2. Expand (+) the Plans sub-node. B @ Voter

s:_: oter Applications

) tee Applications
. - - i ;
3. Expand (+) the Polling Place Assignment E‘\é}}'ecgf
- a

Plans node. = aling Place Assignmeni
BLOOMING GROVE
GEMERAL ELECTIO
madizoh schools
T BELOOMING GRO

4. In the menu tree, click on the name of the PPAP
to which you wish to add details.

5. Assign a Polling Place Location to each district
on the grid.

|ick Tasks ~

I H | E | = d[[#8 sy | acive dursdiction: [ TOWN OF BLOOMING GA.. +| |

a. Click in the first empty box immediately
below the Polling Place Location field

r here to group by that column

Diistrict + || Poling Place Location ﬂ Fequire \Workers ﬂ
name. wiard 1 ELEMENTARY SCAOOL
[ wadz FUBLIC LIBRARY
. i -
b. Click the drop-down arrow and select the [ Desciiption |
H H i iatri Aissign Poling Place Locati
I?ollmg Place Location serving the district fissign Pollng Place Locatin
listed on that row of the grid. PUBLICLIBRARY
DN H

c. Repeat for each District in the grid.

§ 1:-:' Assigning polling places to an assignment plan affects the poll books for elections using that plan.

SVRS will print one poll book for each row in your plan, containing the names of all the voters residing
in the district or districts listed in the Districts column.

f 1}' If you add the same polling place to two different Districts, you will receive a message noting
= The Polling Place Location is currently assigned to. Do you wish to make the assignment
anyway? (Click Yes, unless the duplicate assignment is a mistake).

Accenture AES AESM _UlComponents

} l‘; Adding the same polling place to two or more districts listed on two or more rows will not produce a

’i- single list containing the names of all voters in those districts. To print in a single list, all districts must
be added to a single row. To combine voters from different districts on the same poll list, follow the
instructions for Consolidating Districts into one Poll List, starting on page 7 of this chapter.
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6. Assign Election Workers to Polling Place.
(Optional)

a.

Expand (+) the District to which you wish

to assign poll workers.
Click the Election Workers tab.

Click the Recruit icon [ (11 |
to open the Recruit pane.

on the toolbar

In the Recruit pane, click the Election

Worker tab.

Click on the name of an Election Worker
on the Recruit pane data grid and click

Assign.

Repeat this process for all election workers

at each polling place.

Close [x] the Recruit pane.

| Distrct

Name
»
BRADLI

i headet hee to aroup by that colurn

5|

Palling Place Location
C e

Election Workers Iﬁupp\ies | Districts: |

|| Position = || Party

EY. KATHERINE R

|CLARK. MICHELLE L | |

£

Cll

[ »

BEE

Election Office

[+ 'ward 3

Town Hall

<

3 Records) retumed

Feonit

Last Name:

ction Worker | Location | Disticts |

First Name: Hoimal Pasili

Worked As:

Status:

Advanced,

Include thase people who

[ Are Available to Work

Pay Min Rating
5 |

5|

[ Expressed Interest [ ] Worked inAn:

el

Name

T —— E

ABLEMAN, JANE

4 ~||Momal Posi.. = || Party
T | |

BEALLEM, PALILA

ALBERTUS, ROBERT

ARMOUR, CYNTHLA

Tabulator

BOYLE, STEVEN

Altemate Electio

| |BRADLEY, KATHERINE

Tabulatar

CLARK, MICHELLE

Chif Inspector

CROSSEN, PHILLIP

Alternate Chisf 1.,

DAY, SEAN

Election Inspectar e

EVANS, KEVIN

Election Inspector

FOBES, JOAN

Election Inspector

GESSLER, LORI

Tabulstor

JOHNSTON. LALRA

S pecial Registiat

KRANZ CHRIS
<

Tabulator

i Only people for whom you have added Election Worker records will appear in the data grid on the

T Election Worker tab of the Recruit pane. See the Election Worker chapter of this manual for directions
on how to add these records.

7. Assign Supplies to a Polling Place. (Optional)

a.

v

Expand (+) the District to which
you wish to add supplies.

Click the Supplies tab.

Click in the first blank field in the
Supply Description column.

Click the drop-down arrow and
select a type of supply.

Type an amount of the supply in
the Qty box.

Type a Serial Number or other
identifying information.

Repeat for each supply at each
polling place.

=T

Supply D eseription

Ballots

Chairs

Pencilz
Provisional Ballot
Signs

Tables

ater Fegistration
“Yoling Boaths
“aling machines
x|

n'workers  Supplies |D\stricts|

tn group by that column

= || Paling Place Location
HALL

|| Oty || Serial Mumber

|| Require Workers

=

Enve..

App...

=)
4

If the supply you wish to add isn’t available in the Supply Description drop-down, you may
enter a quantity in the Qty column and enter the type of supply in the Serial Number field.

-'I, . Any changes made to the details of a polling place assignment plan are saved automatically.

Vv5/10/2013
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Consolidating Districts into one Poll List

R

Any time a polling place location is used by multiple wards that report election results as a single unit,

those districts can be consolidated within a PPAP. By doing this, the poll books you print will contain the
names of all voters in those wards, listed in alphabetical order. If you prefer to have separate poll books
for each ward sharing a polling place location, do not consolidate districts.

10.

11.

12.

Expand (+) the Elections node.
Expand (+) the Plans sub-node.

Expand (+) the Polling Place Assignment
Plans node.

Click the name of the plan in which you wish
you consolidate districts.

Click on the row in the data grid for one of
the Districts that you wish to consolidate.

Click the Delete Polling Place quick task.

SVRS will ask you to confirm your action,
click Yes.

Repeat Steps 5-7 for all but one of the
districts you wish to consolidate.

Click the Recruit @' icon on the toolbar to
open the Recruit pane.

Click the Districts tab in the Recruit pane.
In the data grid of the Recruit pane, click
on the district that you want to consolidate
and drag it to the District box containing
the ward it will join.

You can also assign wards to the plan by:

o On the main data grid, click the row where

you would otherwise have dragged the
districts you wish to consolidate

File Edit Wiew Toolz Window Help

Jﬁ - J|% Menu  Shorteuts | | Quick Tasks + .

]

| )_J | ﬂ | =] J ”E 0 | Active Jurisdiction:

Menu x
o} WWelcome lo AESM =

roup by that column

-3 Plans

-, Yoter District || Polling Place Location
==| Woter Applications whard Wl Tawn Hal
Abzentes Applications ward wD2 Town Hall
=&
= \t Elections » A WD

- W&} Archived Elections
£ W% SUN PRAIRIE SCHOY
#- W 2007 SPRING ELECT
#2007 SPRING PRIMA
+-W= 2006 GENERAL ELED)
+- W 2006 PARTISAN PRI

Delete Polling Place(s)

fes Mo

Cancel

Are you sure you warnk ko delete the Selected Polling Place(s)

£\ 2008 SPRING ELECTIOH
#-N 2006 SPRING PRIMARY
4] o |

.

J Delete Poling Place

header here to gioup by that column

Election Warker | Location  Disticts

_~ || Poling Place Location

Available Distics Mot
Assigredio a Polling Place

Search

Description

[ e et gty ot st

b Town of Blooming Grove - ard 2

Town of Blooming Grove - Ward 3

e On the Districts tab of the Recruit pane, click the ward

e Click Assign

Repeat Step 11 until all wards are assigned to a polling place.

Cons:, meaning “consolidated” will appear in the District box for any row on which you
have assigned multiple districts to a single polling place.

Dhigtrict

= || Palling Place Location
Towr Hall

|| Require Warkers

]

13. Close [x] the Recruit pane.

V5/10/2013
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Create a Reporting Unit Plan

o

Following each election, municipal clerks report the results of the election to their county clerk. In order to
capture election results in SVRS, you must first tell the system how your municipality reports election
results. The first step in this process is creating a reporting unit plan.

Reporting units are the ward or combination or wards by which a municipal clerk reports their election
results to their county. Reporting units may change from election to election depending on what races are
on the ballot. Your county clerk will be able to assist you in determining your municipality’s reporting unit(s).

In SVRS, a reporting unit plan acts much like a Polling Place Assignment Plan (PPAP) by allowing you to
create a reusable template to which you can add details about how you report election results for a
particular type of election. When you create a reporting unit plan for a particular type of election in SVRS it
should match with how you report your results to the county and how your polling place assignment plan
(PPAP) is setup for the election.

Expand (+) the Elections node. = -
4} *welcome to AESM =
- @ Voter o

Expand (+) the Plans Sub_node‘ []%:zzn?:;‘:;;:;:hnns
[—]\ﬁ Elgcllons

-3 Plans

Poliing Place Azsignment
eporting Uit Plans:
Archived Elections

\E tadizon School Referendur
2 Madison School Referendur

Click the Reporting Unit Plans node.

Click the Add New Reporting Unit Plan Quick Task
to open the Reporting Units — Add window.

adizon School Referendur—
call the milkman

= Board of Director Special Ele
A 2006 SPRIMG ELECTION
\E 2006 SPRING PRIMARY

In the Reporting Unit Plan Description, type a

description for your plan. The name can be anything & Eleotion Warkers

. . . g Poliing Place Locations -
that you will recognize as a plan to use for a specific il | LI_I
type of election. x

] AddHew Reporting Unit Plan

For example, if you report election results differently based on whether it
is a Spring or a General election, you would want two plans, one named
Spring, and the other named General.

ERepnrtingUnits - Add -
J ' Save and Close = Save and Mew x Close _|J 3 Quick Tasks |\:5> 5 '“ Set Defaulks  Use Defaulks '| J o

-

Feporting Unit Plan Description | T OF BLOOMING GROWE FﬁLu
Setup Reporting Units Bazed on this District Type |W’ard ﬂ

In the Setup Reporting Units Based on this District Type list, select Ward.

7. Click Save and Close.

V5/10/2013 -8- Create a Reporting Unit Plan
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Add Detail to a Reporting Unit Plan

After creating a Reporting Unit Plan, you must add details about your specific reporting units. These details
list which ward or group of wards are contained in which reporting unit(s).

1. Expand (+) the Elections node. B _
File Edit View Tools Window Help
Jﬁ - “% Menu  Shorteuts | 2 Quick Tasks ~ _ J 7 ‘ = | 2 | =] ”Emf | Active Jurisdiction:
2. Expand (+) the Plans sub-node. Mo s =
o} Welcome to AESM Bin |
3. Expand (+) the Reporting Unit Plans | 2 &\ e
node_ [_]\& .::lscetir::: Applications
EB: Plans . .
4. Click on the name of the plan to which g et
you wish to add details. . LBl
Q Madison 5chool Referendurn &
5. Click in the first empty box under the
column named Reporting Unit
Description and type in the name of a . . o
specific reporting unit Repaorting Unit Description j
Ward 1
a. The convention for naming a reporting Wards 2 -3 i
unit is Ward # (or Wards # - #).
b. Repeat this step for your remaining reporting units, entering each name into successive rows
on this screen.
6. Click the Recruit @ button in the toolbar to open the Recruit pane.
7. In the Recruit pane, click the Districts tab. uickTasks-,H P | 2|0 | g gy | Active durissiction: | TOWN OF BLODMING GR. =]
Reparting Linit Description -]
n Disticts |
8. To associate your wards with the correct R i _
reportlng Un|t Ll “ \ ‘ﬂ ;ssfgnsdﬁg‘::%‘i;fggingum Assign
a. Click on a district in the Recruit T
pane data grid and drag it into the
box with the name of the Reporting
Unit with which you wish to ool B Brore- Wd 3
associate that ward.
b. Repeat this step until all wards are associated with a Reporting Unit.
ﬂ Alternatively, you can assign wards to a reporting unit by:
v
o On the main data grid, click the row to which you want to add districts
e On the Districts tab of the Recruit panel, click the ward
o Click Assign
8 ,:1 Any changes made to the details of a reporting unit plan are saved automatically. If the RUP is changed
; after it has been adopted into an election, it will not automatically change in the election. The RUP must
be adopted again into the election.
V5/10/2013 -9- Add Detail to a Reporting Unit Plan
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Setup an Election

g In SVRS, you will setup an election in one of two ways: 1) By inheritance, or 2) By creating a new election.

Counties will inherit an election:
o Every election at which there is contest for a federal or state office, or a statewide referendum

Counties will create an election ONLY:

e When there are contests for County or School District offices or referenda and no contests for
state or federal offices or referenda

Municipalities will inherit an election:
o Every election at which there is contest for a federal or state office, or a statewide referendum
o Every election at which there is a contest for a County or School District office or referendum
Municipalities will create an election ONLY :

e When there are contests for municipal offices or referenda and no contests for county, state or
federal offices or referenda

To Inherit an Election

1. Click the Elections node.

2. Click the Setup Election Quick Task to

open the Election Setup Wizard. :  Setup Election
3. Select the Select an election to work G
with Optlon button. (®) Select an election to wark with
4. Inthe Select an election to work with i
box, click the name of the election you
wish to inherit. 2012 PARTISAN PRIMARY
2012 JUNE 5 RECALL ELECTION =
. 2012 MaY B RECALL PRIMARY/ELECTION
5. Click Next. 2012 PRESIDENTIAL PREFERENCE AND SPRING ELECTION
2012 SPRING PRIMARY
2011 PRIMARY RECALL ELECTION STATE SENATE 18 -
| 4

6. Inthe Select an optional Polling Place Assignment Plan box, click the name of the assignment plan
you will use for the type of election you are inheriting. When setting up an election, counties will not
assign a Polling Place Assignment Plan. The Polling Place Assignment Plan is assigned only when the
election is setup at the municipal level.

Polling Place Assignment Plan
Select an optional Polling Place Assignment Plan.

7. Inthe Select an optional Reporting Unit Plan box, click the name of the plan you will use for the type of
election you are inheriting. When setting up an election, counties will not assign a Reporting Unit Plan.
The Reporting Unity Plan is assigned only when the election is setup at the municipal level.

8. C||Ck Next_ Feporting Unit Plan

Select an optional Reporting Unit Flan

9. Click Finish. |5

-l

a. By finishing the Election Setup wizard, you will be making this election available to work with, and
will have automatically checked Milestone #1.

V5/10/2013 -10 - Inherit an Election
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To Create an Election

R

= Counties should not create an election when there are contests for state or federal offices or
referenda. Instead counties should inherit the election from the State. See page 10 for
instructions

= Municipalities should not create an election when there are contests for counties, state, or
federal offices or referenda. Instead municipalities should inherit the election from the County.
See page 10 for instructions

6.

To create an election clicks the Elections node on the Main Menu.

Click the Setup Election Quick Tasks to Election Setup Wizard
work within the Election Setup Wizard. Election Dptions

Choose whether you want to create a new election or add to one that has already been set up

Click the Create a new election radio button.
(© Create a new election

. . QO Select an election to work with
Click Next to proceed to the Election
Basics input screen.

Enter the fO”OWing information: Election Setup \Wizard = | O |L|

Election B asics

a. Date: Date Of eleCtion . Enter a description, date, and other basic information.

b. As of Date: Same as date of e n »
election (unless otherwise specified A otenfor [TowN 0FBL. v|~| Petefitm/on [+ |fsBf it |-

tion:

by the GAB) escription

| 202 BLOOMING GROVE GEMERAL ELECTION

. . . Election Mode: Time Polls Open: Time Polls Close: Last Date for Absent. |szue:
c. Description: Name the election. [advarc.. »|v| [ozono0 2[- [osonon 2] [1men <[+
Please start the Dgscrlptlon w]th oter Eighiiy
the year and describe the election Aosichat .
egistration Effective ‘Woter Age
type Cloze Date: Registration Date:  Eligibility D ate: Yater Minimum &ge;
[10n820 <[~ [oez0 <[+ [1eem <[v] 0 [is
d. E|ecti0n Mode: Advanced Election Detailz
Leave as Advanced. 1 Run O .| o
[ Property Owner Election [] &Il b ail-Ballat Election
e. Time of Poll Open: 7:00 AM.
f. Time of Poll Close: 8:00 PM. Helm | ¢ Back Mewt > Cancel

g. Last Date for Absent. Issue:
One Friday after the election date.

h. Registration Close Date: Set to 20 days before the election date.
This will allow SVRS to create a supplemental poll list.

i. Effective Registration Date: Set to 20 days before the election date. This will also allow
SVRS to create the supplemental poll list.

j.  Voter Age Eligibility Date: Leave defaulted to the election date.

Click the Next button to proceed to the Election Detail input screen.

V5/10/2013 -11- Create an Election



| statewide
.~

:%\m registration
Bymterm

[

Election Setup

7. Inthe Election Type box, select the type of election you  |Eistion Type: Mielzst Givemmment el
wish to create — usually Special Election or Special Special Election v~ -
Primary.

Recall Election County
General Election Federal
H General Election - Presidential L

8. Iq the Highest _Government Level box, select Saptomber Partsan Frimars g"ltL;T:|pallty
highest level with a contest on the ballot for that September Partisan Piimary -
election. il

pecial Primary
Spring Election ﬁ 4|
Contests for school district offices and referenda are g"”.”g s .
pring Frimary - Presidential P..
at the County level. Spring Election - Presidential P..
Augugt Partizan Primary
August Partizan Primary - Gavw..
x/ 4

9. Selectthe P.olllng _Place Asmg_nment Plan Faling Place Assirimen) Flan
and Reportlng Unit Plan if Settlng up at Select an optional Paling Place Assignment Plan.
municipal level. Do not select if setting up at ELODMING GROVE 2012 PPAR ==
county level.

Reparting Unit Plan
Select an optional Reporting Unit Plan
. | BLOOMING GROVE 2012 RUP |
10. Click Next.
11. On the Participating Jurisdictions screen:
Election Setup Wizard _ [T =]

Participating Jurisdictions
Select the jurisdictions that can participate in thiz election.

(&) Autornatically determine DistrictsAlurisdictions bazed on what contests are on
the ballots

(O All DigtrictsAlurisdictions in the state
() These selected Junizdictions

() These selected Districts

a. You may leave the Automatically determine... option button selected if there are any contests for

elected office at that election.

b. Use the These selected Jurisdictions button to select a jurisdiction. For example, if you have a
special election for a municipal referendum, you would select this button, and then the correct

municipality.

c. Use the These selected Districts button to select a district. For example, if you have a special
school district referendum, you would select this button, and then the correct school district.

12. Click Next.

V5/10/2013 -12-

Create an Election
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13. Type a name in the Short Nickname Election Seiup Wizard _ o x|
for Election box. P—
14. Click Next.
. L. ou'e a_Imost _finishe;l wi_th thiz election. Fleaze enter a handy short nickname for
1 5 CI|Ck Flnlsh. Lsgirledr}ﬁ::gg thiz election in the future. “Y'ou may alzo enter any optional comments you
Short Mickname for Election
By finishing the Election Setup wizard, [am3sPRELECT
you will be making this election available P
to work with, and will have automatically A
checked Milestone #1. B

'{,‘? You can edit your Election Setup information by highlighting the election in the Main Menu tree, and
;—‘ then clicking the Change Election Setup quick task.

Also, since the Registration Close Date and Effective Registration Date must be set to 20 days before
the Election Day when you create an election, once you print poll lists for the election you must then
change the Reqistration Close Date and Effective Reqistration Date to the actual election date.
This will allow you to enter Election Day Registrations. To change registration close and effective
registration dates:

Click the Elections node.

Click on the name of the election in the data grid.

Click the Change Election Setup quick task to open the Election Setup Wizard.
In the Election Setup Wizard, click Next.

O A O Dd =~

Change the Registration Close Date and Effective Registration Date to the date of the
election.

Click Next.
Click Next.
Click Finish.

' l‘_: Finally, whenever you create an election you must publish the election on the MyVote.WI website
',;-' (formally VPA). This will allow voters to view sample ballots for the election you created. To do this:
Click the Elections node.

Double-click on the name of the election in the data grid, to open the election.

On the Elections Tab under Election Status, check the Publish Election to VPA box.

Click Save and Close.

AW D~

Election Status
Election Status: |.~'l\c:li\-'e - | Election Mode: Advancy

Date Closed: Status Updated On: ﬂ Created On: 1241144
< ] Publish Elsction to VP4 ) Election |D: FOOO0S52 Last Changed O | 5407 /20

V5/10/2013 -13 - Create an Election
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Check Milestone #2 - Activate the Election

You must check the second milestone - Election Active - for an election before adding any contests or
candidates to it.

1. Click the Elections node.

2. In the data grid, double-click the row containing the election name for which you wish to set Milestone #2.

at colurnn

welcome to AESM
“Woter

ion Description || Election Status

Yoter App\icati_onS_ 2013 SPRING PRIMARY 2/19/2M3  |Spring Primary Active

B ab-ertce appications 2012 PRESIDENTIAL AND GENERAL ELECTION 11/6/2012  |General Election - Pre.. |Active
\; 2012 PARTISAN PRIMARY 8/14/2012  |August Partisan Prim..  |Active
@ tlection Wotkers 2012 JUNE 5 RECALL ELECTION B/5/2012  |Recall Election ictive
{a) Poling Place Locations 2012 M&Y & RECALL PRIMARY/ELECTION 5/6/2012  |Recal Election Active

3. Inthe Election — Update window, click the Events tab.

8 Election - Update - 201

J Save and Close = Save and Mew x Close |

Elec@tricts I Documents I

Milestones

RIMG PRIMARY

J EI Click Tasks |@ IS-_,Z vH Set Defaults  Use Defaults

Election Milestones are pivatal eventz during an Election Cycle. Mark off each Milestone az the event iz completed.

p by that column

Completed | Election Milestone Dezcription Campleted..

[w] Election Setup Bazic Election Setup complete; Election iz scheduled 1/28/2013

» [w] Election Active Election Cycle hagz begun
[ Ballat Setup Finalized All Contests are setup; Ballat Style can be generated
[} Ballot Styles Finahzed Specifiez that ballot styles have been created
O Pall Books Printed Fall boak. printing is completed for the election
[} Election Resultz Finalized  |All Election results entered and completed for the elect..
O Payments Complete All Paymentz entered and completed for the election.
[} Election Day Cloged Election Day has pazsed but all history not yet recorded.
O Election Finalized All election tazks are completed; election iz clozed

4. In the row reading Election Active in the Election Milestone Column, select the checkbox in the
Completed column.

5. Click the Save and Close button to save the changes.

V5/10/2013 -14 - Check Milestone #2
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Contests

A contest is either a race for elected office or a referendum. Every election must have at least one contest
— otherwise, there would be no point! To manage an election in SVRS, you must tell the system which
contests there are for that election. SVRS uses the contest information you enter to determine ballot styles,
absentee eligibility, and to populate sample ballots on the MyVote.WI website (formally).

GAB creates contests for:
= State and federal offices
= Statewide referenda

Counties create Contests for:
» County, school district, sanitary district, multi-jurisdictional judge and technical college offices
»  County, school district, sanitary district and technical college referenda

Municipalities create Contests for:
=  Municipal offices
*  Municipal referenda

Jurisdictions may share responsibility for:
= Sanitary District, Lake Management District, and Multi-Jurisdictional Judge district contests that
occur in multiple municipalities

NOTE - For the remaining 2012 elections, the GAB, not Counties, will create the contests for all School
Districts, Technical College, Multi-Jurisdictional Judge races. Counties will only be able to add candidates
for those races.

Add a Contest for Elected Office

1. Expand (+) the Election node.

x

Contest Description:
-2 Plans = Ii
[+-- N4 Archived Elections
. . . =R 2013 SPRING ELECTION
2. Expand (+) the Election to which you wish to add T ALA Glance @ Dffice Level
contests. -4y Polling Places

% Poll Book
-2 Payments
- B] Record Votes 1
3. Click the Contests node. ﬂ Supplies Recards Retumed: 4
5 Ballot Styles
-] Abzentee Applications
5 Absentee Ballots

"1 1-5 If you inherited this election, you may see (3] Provisiona Ballots oy po
'i' contests already entered by other (state or Candidate Filings » Slale
State

county) jurisdictions in the data grid.

-/ Election Results State
-#2n Reporting Units State

. . BN 2013 SPRING PRIMARY -
4. Click the Add Contest Quick Task. 4| | 3

< IE  Add Contest

V5/10/2013 -15- Add Contests for Elected Office
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5. In the Office Position box, B Contest- Add -
C“Ck the selectlon fOl' the Oﬁlce J ,_J Save and Close _._-J Save and Mew x Close | J E Quick Tasks | & / v|J SetDefaults Use Defaults
type to be eIECted General |Eandidates| Dishictsl Dncumentsl
[ Far/tgainst Referendum Owrer |C|TY OF REEDSBURG - 57276
fo . . . L
(i The selections in the Office et
F AN o .
T Positions box are determined Election: A e L e =
by the Office Types yOU haVe Office Posttion: [This Contest not based on an Office Position) = Jurizdiction Level]
Created. Drezcription: b
Fallul : FMUMICIPAL JUDGE [MMZ27E)
- : natuctions: REEDSBURG ALDERPERSOM [AL1)
@ If you are not seeing a _ Balot Posiion: | REEDSBURG ALDERFERSON (AL2)
selection for a particular office, REEDSBURG ALDERFERSDN [AL3] | |
. . . REEDSBURG ALDERPERSOM [AL4)
see the Districts & Offices Cortest Optians — REEDSELIRG ALDERPERSON AT-LARGE [MMZ7E] |
chapter for instructions on [ . y
creating a new Office Type. ]
"1 Running Mate Allawed [Twirite-Ins Allawed
6. The Description box will default to the |2EI13 SPRIMG ELECTION |
selection you made in the Office Position |REEDSBURG ALDERPERSON (AL1] =
box.
|F|EEDSEUFH3 ALDERPERSOM [&L1) FEEDSBURG ALD
a. Retype the“ description. For example, o [2073 SPRING ELECTION B
instead of "REEDSBURG ALDERPERSON ' | REEDSBURG ALDERFERSON AT-LARGE [MN27E) -
AT-LARGE” type “CITY OF REEDSBURG Oz Feslier
ALDERPERSON AT-LARGE”. [ . [CiT OF REEDSELIRG ALDERPERSON Fr R Rl
Ballat |vOTE FOR ONE -
. . . . Instructions:
b. If this contest is for an office with - oo
numbered seats that are elected BelitiEbet oo,
at-large, enter the seat number in ,
L .. Contest Options
the Description box.
Mo of Seats: 1

c. If this contest is for a Partisan
Primary election, type in the name
of the political party in the DisEiEi
Description box.

Office Positors | BOARD OF DIRECTORS (4] ~|
|BOARD OF DIRECTORS - TYPE PRIMARY PARTY HERE]

d. Remember your Contest Description will appear in the sample ballot available on the MyVote.WI
website and Canvass Reports.

7. In the Ballot Instruction box, select | Election: | 2013 SPRING ELECTION E
from the drop down the number of Office Position: [This Contest not based on an Office Positio) |
candidates that can be selected. For Devaetar |« [
example, if a voter can select up to Blot ' VLN EPAIUDGE M)

. Allo

three ciandldates for a contest, Instructions: REEDSBURG ALDERPERSON (AL1)
select “VOTE FOR NOT MORE Ballat Pasition: REEDSBURG ALDERPERSON [AL2)
THAN THREE”. The “VOTE FOR REEDSBURG ALDERPERSON [AL3]

. L . REEDSBURG ALDERPERSON [AL4] o
PNE — if you vote in this section .. . Cortest Optians — REEDSBURG ALDERPERSON AT-LARGE [MN276) Rl
should only be used for partisan x| Y
primaries. : '

r{,‘_i If a Ballot Instruction option does not appear, but needs to be added to the drop down, please call the
't G.AB.Only G.AB. staff can add new ballot instructions to the drop down menu.
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8. Once a ballot instruction is selected, the field to the right will display the description and ballot
instructions as they will appear on MyVote.WI ballots. To make changes to this field, change
the description or ballot instructions fields.

|ALDEHPEHSEIN [AL1]
|VEITE FOR NOT MORE TH&M THREE j

ALDERPERSON (AL1)-WOTE FOR NOT MORE THAM THREE

]
[

9. Inthe Ballot Position box, enter a number B allat Position: 5000
corresponding to that contest’s place on the ballot.

The Ballot Position determines the order of contests on each voter’s sample ballot, viewable from
the MyVote.WI website. If the Ballot Position number is incorrect, you may receive calls from voters
and candidates asking about that sample ballot.

Currently the G.A.B. will setup all School District contests, Multi-Jurisdictional Judge contests, and
™ Technical College contests, in addition to the normal state-level contests. Counties and municipalities
may not enter these contests, and must forward their contest information to the G.A.B.

Office Contests Numbering Scheme for Ballot Referenda Numbering Scheme for Ballot Positions
Positions in SVRS: in SVRS:

State: 001000 - 099999 State: 700000 - 709999
County: 100000 - 199999 County: 710000 - 719999
Muilti-Jdurisdictional Judge: 200000 - 299999 Multi-durisdictional Judge: 720000 - 729999
Municipality: 300000 - 399999 Municipality: 730000 - 739999
Union/Unified School District: 400000 - 499999 Union/ Unified School District: 800000 - 899999
Common School District: 500000 - 599999 Common School District: 900000 - 969999
Special District: 600000 - 699999 Special District: 970000 - 999999

August Partisan Primary Numbering Scheme for Ballot Positions in SVRS:

For the August Partisan primary, contests are grouped by party, so all offices for one party need to come
before any offices for the next party. The order is based on the number of votes each party’s gubernatorial
candidate received in the last gubernatorial election.

First Place Party, State Contests: 001000 - 004999
First Place Party, County Contests: 005000 - 009999
Second Place Party, State Contests: 010000 - 014999
Second Place Party, County Contests: 015000 - 019999
Third Place Party, State Contests: 020000 - 024999
Third Place Party, County Contests: 025000 - 029999
Fourth Place Party, State Contests: 030000 - 034999
Fourth Place Party, County Contests: 035000 - 039999
Fifth Place Party, State Contests: 040000 - 044999
Fifth Place Party, County Contests: 045000 - 049999
Non-Partisan Contests and Referenda: Use numbers given above.

10. In the No of Seats box, enter the number of seats for that contest.

This will always be 1 unless the ballot reads Vote for not more than X. In
that case, enter whatever Xis.

11. Click Save and Close.

V5/10/2013 -17 - Add Contests for Elected Office
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Add a Contest for a Referendum

x Contest Description:

H B Archived Electi -
1. Expand (+) the Election node. \‘E zéﬁz'ﬁing??@équmj [

AL Glance

2. Expand (+) the election to which you wish to add s [ I =
F Pament
a contest. ) Recordvars:
—;ﬂ guﬁp\izsl | Records Returmed: 2
3. Click the Contests node. Lol

<1 Absentee Applications
5 Absentes Ballots
£ Provisional Ballats

dzr i’\era‘ to group by that column

4. CI'Ck the Add Contest QUICk Task. andidate Filings Juriediction || Office Position Contest Deserip..
-7y Election Fesults
5. Select the For/Against Referendum checkbox. ﬁ Reporing Uris
£} \_: 2012 MAY 8 RECALL PRIM:
N 2012 PRESIDENTIAL PFEIij
6. In the Description box, type a short description dl | C
of the referendum. el
. < :::= Add Contest
7. Leave the Party box set to Non-Partisan.

=10 x]|

8. Leave the Official contest No bOX blank‘ | 7..i VSa‘vgaﬂdVC\u?ie”.VJVS‘ave anuNwir x Close .7| 2 QuickTasks | & .|| setDetauts Use Defauts || @ |
Genesal | Candidates | Districts | Documents
9. In the Ballot Position box, enter a Sl i S e
number corresponding to that Eecion e = —_
referendum’s place on the ballot. = ‘ et e
f ‘:: In statewide elections, the GAB will assign BaltPosion |6
AN ry
¢ arange of Ballot Position numbers for
referenda. Please see the note on Ballot P
Positions on the previous page. RR— —
Referendum Text | SHOULD THIS MUNICIPALITY DD SOMETHING BY MAJORITY VOTE? -
10. In the Referendum Text box, type the
complete text of the referendum. g

a. Remember your Referendum Description and full text will appear in the sample ballot
available on the Voter Public Access website.

b. SVRS does not have spell check, so it is a good idea to enter the Referendum Text in a
word document, and cut and paste it into SVRS.

11. If you are adding a referendum that is
not Jurisdiction-wide (for a school

district, technical college district, eIl TR o P
Ia ke ma nagement d istrict’ o r Sa n itary This contest is available to vaters in any of the districts specified below:
d - - . OAutumahcaHy selected based on the Contest's Office Position
IStrI Ct) O Jurisdiction-wide. Al districts in (Jurisdistion Owner Description]
@) These Selected Districts
a. Click the Districts tab. 7~
B ] Yrified School District =
‘Iy lﬁ g.a‘r‘ne:leld5 5 I:ho‘u!.D\stncl
B elleville School District
b. Select the These Selected Do St
Districts opt|on button X - O Deesfield Schaol District

[ DeForest School District
[ Edgerton Schaol Distiict
~ [ Evansville Schoal District

c. Expand (+) the district type that is i
having the referendum. =

[ Middletor Crass Plains Seh. Dist
~ [ Monona Grave School District

d. Select the district which will vote on S
the referendum. i r

[ Paymette Sehool District
- River Valley Schodl Distict
[ Sauk Praitie School Dishict

12. Click Save and Close. 1 Stoughtan Schiosl Distict =l
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Search for and Update a Contest

g If information changes or you made a mistake, you are able to revisit a contest record to make changes or
updates.

1. Expand (+) the Election node.

| G [|B Memi shoteus | 5 Quick Tasks~ || 7| | 21| =4 o [[# sy | Actvedurisicion: [DANE COUNTY 13 e B .|

. W Contest Description Party Election
2. Expand (+) the election the | R zeiesniu ] | \ =] 08 e ELEC. |
contest you wish to change. ;Ezj:’; J @ e Love [ =] or OOfiesPosion T
8) Recadvee:
3. Click the Contests node. =t St e |
ey q« e
. et uisdiction Lovel | Offioe Postion | Cortest Descrp.. | Official Confest... | Balot Posiion | Party o 0f Seats aulbgaratlss.
gsw L Juisdiction Level | Office Posi | Contest D | Official Conlest... | Balot Posit [ Part [ NoOf Seat | For/Against |
4_ Contests Wh'Ch have been i H\\__mza‘zﬁ"{"?ﬂggupmw P Stae |JUSTICE OF TH.. [JUSTICE OF TH.. | | 1 [Non-Fartisan | 1] [m]
. . NS 2012 PRESIDENTIAL PREF =
entered are displayed in the B
. DESETI <
Quick Tosks ———
data grid. 1 At

5. Double-click on a record
in the grid to open
a Contest record.

CE OF THE SUPREME

st- Update

J 2 quick Tasks | & & -|J SetDefaults se Defaults -|J (") -|

J [ save and close =l Save and New 9K close

6 B Make Changes to General | Candidates I Districtsl Documents I

the record . || Forftgainst Fieferendum Owner: | STATE OF WISCOMSIN -
Contest
7. Click i [2013 SPRING ELECTION =
Save and Close. Office Posiior: | /USTICE OF THE SUPREME COURT - 2013-2022 = Iutisdliction Levet | 5tate =]
Descrption |JUSTICE OF THE SUPREME COURT JUSTICE OF THE SUPREME COURT - VOTE FOR OME =]
Balat |vOTE FOR ONE hd [
Instructions:

E allat Positior 1020

Contest Options

Mo of Seats: 1

[ Federal Office
] Running Mate &lowed v wérite-Ins Allowed

: Remember that once you have checked Milestone #3, you will be unable to change Contests and
Candidates for that election. You must uncheck Milestone #3, make any changes, and recheck the
milestone. If you are a county level user, and you need to change a contest or candidate, every
municipality in your county must uncheck Milestone #3 before you can uncheck it at the county level.

V5/10/2013 -19 - Search and Update a Contest



I statewide
-

v r registration
Faystam

Election Setup

Candidate Filings

Before adding and approving a Candidate Filing for an election, you must have successfully setup the
contest for which the candidate is filing and have a Contact Record for the candidate that is viewable to the
jurisdiction adding that candidate. See the Contacts chapter for more information.

Add a Candidate Filing

1. Expand (+) the Elections node.

2. Expand (+) the election to which you wish to add a candidate filing.

3. Click the Candidate Filings node.

4. Click the New Candidate Filing Quick Task to open the Candidate Filing —

Add window.

5. Click the Address Book Icon
to the right of the Candidate box
to open the Contact Search
window.

6. Inthe Last name box of the
Contact Search window, type
the candidate’s last name.

7. In the First Name box of the
Contact Search window, type
the candidate’s first name.

8. Click Search.

9. If the search results include the
candidate’s Contact record,
double-click on that row in the
data grid.

¢ You can only use the Contact

T Search window to find a contact
record that is “viewable” to your
Active Jurisdiction. If the search
results do not include the
candidate’s Contact record, close
[x] the Contact Search window.

You will need to create a new
Contact record, or open the
Contact record in its owning
municipality and change the record
to be viewable at the county or state
level. See the Contacts chapter of
this manual for more information on
creating or editing Contact records.

Plans

Archived Elections
013 SPRIMNG ELECTION
----- % Ab & Glance

----- <3 Poling Places

3 Pall Book.

----- 3 Payments

----- 51 Record Votes

----- ] Supplies

----- 5 Ballot Styles

----- <] Absentee Applications
] Absentes Ballats

2] Provisional Ballats
Candidate Filings
Contests
Election Results
Feporting Units
R 2013 SPRING PHlMAHY_ILI

< | »

[#--

Candidate:

BB contact Search — | m] x |

Last Mame: First Mame: Middle Mame: Suffis: Search Options
|KLISKA ‘ | | j [ Hon-Fersan

Date of Bitth Soc Sec Num Party: ] Include Retired Contact Records

Houge No: Street Name:

City: State: ZIP Code:
| j ‘ j | j M

[ Count Orly Clear
ere to group by that column
v || Cortact Type = | || Address || Residential City

[JCITY OF REEDS.. T4B0 INVERMESS CT REEDSELREG,

Candidate Detad

Candidate:

Candidate
Address;

Election:
Contest:
Farty:

Ballat Position:

kUSEA, JAMES R

1460 IMVERMESS CT

REEDSBURG, Wl 5335314238

ATETE-005-4T33-1

| 2013 SPRIMG ELECTION

| Mon-Partizan ﬂ
0

7]
€)

GAB IDH |
Local Cand Ma: |

Vv5/10/2013
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10. In the Contest box, click on the contest in which the candidate is running.

11. You will only change CandidateFiling - Add [ e
the Party if you are J [=] save and Close [ Save and Mew XX Close _ J 2 Quick Tasks |@ 2 ,|J Set Defaults Use Defaults 'H L 7] ,|
Settlng up a Candldate Candidate Filing I Other I Activit_ul Documenlsl
for the September or Candidate Detal ClwiteIn?  Duner CITY OF REEDSBURG - 67276
November Election. Condidte: | KUISKA, JAMES R [ MemeenBalet [aaues R Kuska
The Candidate Filing e RO — oo FumingMate | 1|
record should now Address REEDSBURG, Wi 539531428 ion P
save the Party | -
independently of what @ Mo of signatue Requied: |0
is listed in the Election | 2013 SPRING ELECTION k4 i v s |l

Approx. Pages: ,07
Contact record. Bl | R
it B
Party: Mon-Partisan ﬂ GAB ID# S:af;m G ‘
B allot Pogition: 3 Local Cand Mo Fi.z.asponsiblz.a: ‘

12. The GAB ID# is used | Finseta T —
rarely, usually only for stalusFieasart [Pending - Open ]| (BT e H
statewide candidates. Fr " | B e’ EEEE Ml e Bl

Comments: ‘ ﬂ Motices
Filing Checklist

13. In the Ballot Position :
bOX t ea number ol here to group by that colurnin
Corr’esygondlng to the 0. ﬂ D escription ﬂl Deadline ﬂlcompleted ﬂlAmanded.. jl Req? jlthanged % j‘ Changed... ﬂl
candidate’s position
on the ballot for that
contest, as

determined by
random draw.

14. If you use an identifying number for local
candidates, you may choose to enter it in the
Local Cand No: field.

15. Make sure the Name on Balllot reflects the name the candidate would like to appear on the ballot.

16. If you choose to track a candidate’s filing details in SVRS, you will follow the optional steps below. You
will enter data in the Filing Checklist and Nomination Papers sections of the Candidate Filing record,
and may choose to print the WI Nomination Paper Receipt, the WI Nomination Paper Sufficiency
form, or the WI Nomination Paper Verification. These steps are detailed in the next section.

Filing Detal

Statuz-Reazon:

Approved - Approved

El

17. If you do not choose to track candidate filings in SVRS, you only need to enter those candidates who
will appear on the ballot. Make sure their Status — Reason is Approved — Approved.

18. Save and Close.

V5/10/2013 -21-
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Track Candidate Filings Status in SVRS (Optional)

The GAB tracks Candidate Filing Status in SVRS, including all candidates who register, whether or not they
eventually appear on the ballot. Counties and municipalities may choose to track candidate filings here as well.

1. In the Status-Reason list box, the

Filing Detaid

initial value will default to Pending — T Y- Ppp— 5 =
FiIing Period Open. |F'end|ng Filing Penod Open J
Incomplete | ﬂ

. Filing:

2. The Incompl_ete Filing and Comments: |
Comments fields may be used as =l
appropriate.

3. If you setup the Office Type to show items under the Filing Checklist, you will see items such as
Campaign Registration Statement, Declaration of Candidacy, Nomination Papers, and Statement
of Economic Interests. You will also see a Deadline date associated with each item, and a Req?
Checkbox indicating if the item is required.

Filing Checklist

group by that column
Description v ||Deadine || Completed = || Amended. | Req? =/ Changed.. ~+| Changed. |
Campaign Pegi 1422013 124104202 v
Declaration of C y 14202013 12/28/2012 Iv] 12/27/2012
[wl  [Momination Papers 14242013 14252013 [w] schwaot 1/2/2M3
[wl |Statement of Economic Interests 147/2013 14452013 [w] lowed 14442013

a. Please note when you setup your Filing Checklist items in the Office Type record, you must enter
the Description exactly as shown in order to make the associated reports work.

b. You must update the filing deadlines in the Office Type record every election cycle.

c. You must check the checkbox at the far left of the item to save changes. The Completed, Changed
by User, and Changed Date fields will update automatically. You can manually update the
Completed or Amended columns.

4. Under the Nomination Papers section, the number of signatures entered in the Office
Type record will appear in the required field.

a. You will first select the Nomination Status '::""?““.“““F"
of Submitted. Stabus: :

A . . N, of Signatune: egmes | 20l

b. Fillin the approximate number of signatures fir a0 Vaid o

and pages. J
Approw. Pages: |4

c. Type in the person who submitted the SubeitedBy | ERIC LEARN
petitions under Submitted By and your own Staif [OUME LOWE
name under Staff Responsible. Resporiible: :

Filing Receipt Nog

d. You should not enter a Filing Receipt No. _ T Subitted Date:

That will be automatically generated by e i =
SVRS based on the election and the order in Created af2ems | Dstelan [2nz202m3 -
which the filing is received. L LT

e. If the candidate turns in supplemental signatures, check the Supplemental checkbox and select
a date in the Suppl Submitted Date.
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5. To print the WI Nomination Paper Receipt:

a. Click the Quick Tasks button at the top
of the form and select Send Mailing
from the Quick Tasks panel.

b. In the Mailings drop-down, select WI
Nomination Paper Receipt.

c. Click Next.

d. You do not need to filter or sort this
mailing.

e. Check the Printer Settings and make
sure that the document will be sent to
the right printer.

f. Select the Print Now button and click
OK.

h. A dialog box will appear asking
“‘Did the mailing print
successfully?” Click Yes.
There will now be a record on
the Activity Tab of the

Select Mailing

Categaory:
| Candidate Filing =

' B
|3/ Momination Paper HECD
\ J

Step 1 of 2 Mext

Selected Mailing

Wl Momination Paper Receipt

Mailing Options

Filker

[Selected Record... ﬂ Cuiztom
Sort By

[Select Sart) ﬂ Cuiztom
Messages

[Select Message] j Custarn |
More M ailing O ptions
[[1 Schedule Mailing

[Select Sch. j Custarm

Frinter Settings |

O Queve for Later Frinting

oK

Candidate Filing record that
the WI Nomination Paper

i. Receipt was printed.

Accenture.AES.AESM.UIComponents

Nomination Paper Receipt No.:

Wisconsin Government Accountability Board
Nomination Paper Receipt

2012SPREL-038

WISCONSIN GOVERNMENT ACCOUNTABILITY BOARD
212 E WASHINGTON AVE

PO BOX 7984

MADISON, Wi 53707-7984

(608) 261-2028

Did the mailing print successfulky?

es Mo |

j. A sample of the report is
shown to the right.

Candidate ID #: 105414
Candidate Name : ALLISION COAKLEY
Address 1: 1308 MATHYS RD
Address 2 : MONONA, W1 53716
City, State, Zip :

Phone : (715) 558-4943

Election Date :
Office :
Party :

04/02/2013

Mon-Partisan

Date Filed Campaign Registration Statement : September 20th, 2012
Date Filed Declaration of Candidacy : September 24th, 2012
Date Filed Nomination Papers :
Approximate Number of Pages : 48

Approximate Number of Signatures : 400

December 28th, 2012

Type : Spring Election
LINCOLN COUNTY CIRCUIT COURT JUDGE, BRANCH 2

Agency Staff ;

GAB-151 (Rev. 5/2010)
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a. Click the Quick Tasks button at
the top of the Candidate Filings
form and select Send Mailings.

b. In the Mailings drop-down, select
WI Nomination Paper Sufficiency.

c. Click Next.

d. This mailing does not need to
be filtered or sorted.

e. Check the Printer Settings and
make sure that the document
will be sent to the right printer.

f. Select the Print Now button and
click OK.

g. Adialog box will appear asking
“‘Did the mailing print
successfully?” Click Yes.
There will now be a record on
the Activity Tab of the
Candidate Filing record that
the WI Nomination Paper
Sufficiency was printed.

h. A sample of the report is shown
to the right. You will attach this
report to the petitions and use it
to track several things, including
the number of valid signatures
and if the number of signatures
is insufficient.

i. Save and Close the Candidate
Filing form. You will return to it
when the number of signatures
has been verified.

;._.’ There is also a report available that

‘T allows you to print the WI Nomination
Paper Receipt and the WI Nomination
Paper Sufficiency in one document.

Select Mailing

Categony:
| Candidate Fiing |

M ailings
w1 Momination Paper Suffici.. ﬂ

Candidate Lbls
Candidate Lbls with Barcode

W Candidate Mailing Label
Wl Cardidate Mailing Labels &

Selected M ailing
Wl Marnination Paper Sufficiency
Mailing Options

Filker

|[Selected Recaord... j Custom
SortB
: ﬂ Cuztom

|[Se|ectMessage] j EuStDm|

teszages

s ETTTENonN Paper FEnal—
< ARER |:|r =2 ™N More Mailing Options
wlblgination Paper Veificaliga—r" [l Schedule Maiing
[Select Sch. v Custom
O
ﬂ 4 Print Dptions ————
Step1of 2 Mext | I Frinter Settings ||
O Freview
{2 Frirt Mow
O Queue fior Later Printing
0K
Board

Nomination Paper Sufficiency Form

Receipt No. : 2012SPREL-038
Candidate ID # : 105414
Candidate Name : ALLISION COAKLEY
Address 1: 1308 MATHYS RD
Address 2 : MONONA, Wi 53716
City, State, Zip
Phone :

Election Date :
Office :
Party : Non-Partisan

04/02/2013

Date Filed Campaign P
Date Filed Declaration of Candidacy :
Date Filed Nomination Papers :

Type : Spring Election
LINCOLN COUNTY CIRCUIT COURT JUDGE, BRANCH 2

20th, 2012
September 24th, 2012
December 28th, 2012

Phone :

Ethics :

Approximate Number of Pages : a8
Approximate Number of Signatures : 400
Papers Received from : O candidate

O Mail

O other
Receplionist :

WECF : DOC :

Agency Staff :

Sufficiency Determined by :

Number of Valid Signatures

If number of signatures is insufficient, indicate problem below :

Date Candidate Contacted ! !
Contacted by :
Date of Final Approval - ! !

Signature of Election Specialist :

GAB-351 (Rev. 5/2010)

V5/10/2013

-24 -

Track Candidate Filings




I statewide

Election Setup

7. When the number of signatures has been Nomination Papers
verified, you will reopen the Candidate Filing MNormination (w
record and change the Nomination Status to Status:

.. Mo, of Signature:
Sufficient. (In some cases you may choose

Insufficient or Sufficient with Supplemental). Approxmale: | 400 L
a0

Approx. Pages:

8. Enter the number of verified signatures in the Submitted By: |EF“CLEMN
Valid field. Sitaff
Rezponzible: |DI"*"NE LOWE
9. Make sure that the candidate has met all the Fiing Receipt No: | 501 DGENEL-5
requirements in the filing checklist before you e Suppl. Submitted D ate: -
change the Status Reason to Approved — 5
Approved.

10. To print the WI Nomination Paper Verification:

a. Click the Quick Tasks button at the top Select Mailing . -
3 - elected M ailing
of the Candidate Filings form and Categary: o -
select Send Malllngs Eereliiste Hig ﬂ wil Momination Paper Yerifization
Maiings M ailing Options
b' In the Ma_lllngs drOp-dOW_r'I i SeleCt WI Wl Momination Paper Verific.. ﬂ Filter
Nomination Paper Sufficiency. | [(Selected Recard. =]  Custom
Candidate Lbls CortB
c. Click Next. Candidate Lbls with Barcade Tty
“wl Candidate Mailing Label [Select Sort] ﬂ Custom
. . . Wl Candidate Mailing Labels 2410
d. This mailing does not need to be filtered ‘i Nomination Paper Feceipt Messages
or sorted. /| Momination Paper Sufficiec:y [Select Meszage] ﬂ Cusztom |

“wl Momination Paper % ation

. . x| J More Mailing O ptions
e. Check the Printer Settings and make z [ Schedule Mailing
tsl:gi i’;hhatt ;:}ﬁtg?cument will be sent to e
Step1of 2 Mext |

f. Select the Print Now button and click OK.

Printer Settings

g. A dialog box will appear asking “Did the mailing print
successfully?” Click Yes. There will now be a record on the ® Print Mow
Activity Tab of the Candidate Filing record that the WI O Qusue for Later Printing
Nomination Paper Verification was printed.
(3

|8 candidateFiling - Update - Filing #70047066

2 . | saveand Close 1 save andbiew 3 dose || [ quikTasks | 5 2 _H Set Defaults  Lise Defalts _| |e .

1. After you have printed all three CandicatsFirg | Otber Actts | Documens|
types of Candidate Nomination s
Paper verification forms, you can
go to the Activity Tab of the o
Candidate Filing record and to group by that cokan
verify that they were all p,—,'nted_ || Jurisdiction Updaledn ~| e\:I By - || Cieated On ~| Erld By -]
If you highlight one of the lines in i 2 6212010 e )

|Mailng 2 [6112/2010 |harvea [6/12/2010 lharvea

the upper grid, you will see more
information in the lower grid.

Details

<' Maiing Type

» [W\ MNormination Paper Sufficiency

n || Retured On  ~ || Responze |

V5/10/2013 -25- Track Candidate Filings
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h. A sample of the
report is shown to
the right. You will
sign this document
and transmit it to
the candidate.

i. Make sure that
the candidate has
met all the
requirements in
the filing checklist
before you
change the
Status Reason to
Approved —
Approved.

j- Save and Close
the Candidate
Filing form.

WISCONSIN GOVERNMENT ACCOUNTABILITY BOARD
MICHAEL HAAS, ELECTIONS DIVISION ADMINISTRATOR
212 E WASHINGTON AVE
PO BOX 7984
MADISON, WI 53707-7984
(608) 261-2028

Candidate ID #: 105414
ALLISION COAKLEY
1308 MATHYS RD
MONONA, WI 53716

This is to acknowledge receipt for the nomination papers of
ALLISON COAKLEY
FOR THE OFFICE OF LINCOLN COUNTY CIRCUIT COURT JUDGE, BRANCH 2

Spring Election to be held April 2nd, 2013
Spring Primary to be held February 19th, 2013

Party Affiliation: Non-Partisan
Nomination Papers filed December 28th, 2012
Declaration of Candidacy filed September 24th, 2012

Statement of Economic Interest fled  December 28th, 2012

Number of Valid Signatures: 387

This is number of valid signatures determined by the Government Accountability Board staff. This number is subject

to challenge within 3 calendar days following the deadline for filing nomination papers.

Verified By Date: February 13th, 2013
GAB-152 (Rev. 5/2010) Nomination Paper Receipt No.:  2012SPREL-038
V5/10/2013 - 26 - Track Candidate Filings
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Search for and Update a Candidate Filing

You can search for and update a candidate filing. Perhaps you noticed a name misspelling and need to

correct the spelling.

1. Expand (+) the Elections node.
2. Expand (+) the current election.
3. Click the Candidate Filings node.

4. On the search pane, enter search criteria
and click Search.

5. In the data grid, double-click on the row for
the candidate record you wish to update.
6. Make changes to the Candidate Filing

record.

7. Click the Save and Close button.

File Edt View Tools Window Help

=181

| [ mens | shoteuts [ 3 quek ke~ [ 2| ] 2] ) [y | pcive st [s176 0F wisconsiv .+ [ @ 11 ,]] ] 4

1 Absertee Applications

/5 Election Riesuts
Repoting Units -

x| Lasthiane Firs Hame: Paty Fiing Staus:
B, Heclos 21| [Hansen [Batbara I kil -
it Plans Election: WSEB DN
Aochived Electans
£\ Jm2paRTsan FReRy || [Z10BSPRING ELECTION =
5 A4 Blance @ Offce Levet © Offce Pastion
A Poling Fages |
- | o -

- 8 Poll Back ‘ H- | B

7 tisdind Records Retumed: 1 ] Count O

R s s Fesuns om0 s | | e |

J Supplis

£ Balot Styes oup by that column

8 CandidateFiling - Update - Filing #70016539
| [ saveandCiose [ 5ave andiew 3K Close 'H ) Duiek Taske | ¢ 6 _H SetDefaulte  Lse Defaulls _‘ e .

=0l

Cendidate Fiing | Other | Activiy | Documents |

Candidate Detail Clwitsln? Qe STATE OF WISCONSIN -l

Candidate [HANSEN. BARBARA.JEAN Fisrees | [ MemeonBalel [HANSEN, BARBARA JEAN

Election: | 2008 sPRING ELECTION =] Rumigbiae: | |

Cortest [JSTICE OF THE SUPREME COURT 7| FeeDetals

Pty NonPatisan | Dfficisl Cand Mo~ | GrantAmount |

Ballot Pasit 0 WSER D Grant Status «| Grant Status =
el Testion ‘ e ‘ El Change Date El

Filng Deta Petiion Detail:

Statusfizazon: | appioved - Approved | Mom Papers [LanSEN, B4RBARA JEAN -JUSTICE OF THE SUPR = |

Fied O /82007 | Dale Status 182007 | MomPaper  [nucubmied v | Pet StausChe (1780000 -

Bl | BRI [Na iz =] 5
Fee or Petiion: [ peT(T Fiing Receipt Ne: [ 2o0asPReLT Natices
Beconfesuts [ o|Daewitdawn [

Remember that once you have checked Milestone #3, you will be unable to change Contests and
Candidates for that election. You must uncheck Milestone #3, make any changes, and recheck the

milestone. If you are a county level user, and you need to change a contest or candidate, every municipality
in your county must uncheck Milestone #3 before you can uncheck it at the county level.

V5/10/2013
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Check Milestone #3 - Ballot Setup Finalized

Checking Milestone #3 for an election indicates that you have added all of your jurisdiction’s contests and
candidates. Once checked, you will not be able to change contests or candidates within the election
without first unchecking Milestone #3.

In an election created by the State:
« Counties cannot check Milestone #3 until the state checks it
« Counties cannot uncheck Milestone #3 until it is unchecked by all municipalities in the county
« Municipalities cannot check Milestone#3 until it is checked by their county or counties
« Municipalities can uncheck Milestone #3 at any time

In an election created by a County:

« Municipalities cannot check Milestone #3 until it is checked by the county

« The county cannot uncheck Milestone #3 until it is unchecked by all municipalities in the county

In an election created by a municipality:
« The creating municipality can check and uncheck Milestone #3 at any time

1. Click the Elections node.

2. In the data grid, double-click the row of the election for which you wish to check Milestone #3.

tenu

o} Welcome to AESM
Q oter
5| Voter Applications
-] Absentes Applications
R E I=ctions
Q Election \Warkers
- g Palling Place Locations

=|

Election Dezcription

JERAL ELECTION
'ARTISAN PRIMARY 941

& to group by that column

006
242008

General Election !

September Partisan P..

Election Status

Closed

v || Date Cl.. =

2006 SPRING ELECTION 4/4/2006 Spring Election Clozed
04/05/2005 ELECTION 4/5/2005 Special Election Clozed 1243142008
02/15/2005 ELECTION 216/2005  |Special Election Clozed 12/31/2008

3. Inthe Election — Update window, click the Events tab.

4. In the row reading Ballot Setup Finalized in the Election Milestone Column, select the checkbox
in the Completed column.

Mileztones

Elec(-:n Events !Disyctsl Documentsl

Election Milestones are pivatal events during an Election Cycle. Mark off each Milzstone az the evert iz complated.

re bo group by that column

Ballat Setup Finalized
Ballat Styles Finalized

up; Ballot Style can be generated

Specifies that ballot styles have been created

Completed | Election Milestone Diescription Completed.. | Completed..
Election Setup Baszic Election Setup complete; Election is scheduled 9/13/2007 hanzeb
Elzction Active Election Cucle haz begun 9/ 3/2007 hanzeb

Poll Books Prinked

Foll book. printing iz completed faor the election

Election Results Finalized

All Election results entered and completed for the electi..

Payments Complete

All Payments entered and completed for the election.

Election Day Cloged

Election Day has passed but all history not vet recorded.

OO0 0| 0| O &y & K]

Election Finalized

All election tasks are completed: election is closed

5. Click Save and Close.

V5/10/2013
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Generate Ballot Styles

R

Ballot Style refers to the unique set of Contests and Candidates that will appear on a given voter’s ballot.
All voters with this exact same set of Contests and Candidates will have the same Ballot Style in SVRS.

Two voters whose ballots differ by even one Contest will therefore require different Ballot Styles.

In SVRS, ballot styles are generated at the municipal level, regardless of whether that municipality has
added any contests to the election. If a municipality does not generate ballot styles, the poll books printed
for that election will not contain the names of any voters. Municipalities cannot generate ballot styles

without first checking Milestone #3.

Expand (+) the Elections node.
1. Expand (+) the current election.
2. Click on the Ballot Styles sub-node.

3. Click the Generate Ballot Styles Quick
Task to open the Generate Ballot Styles
pane.

4. If Milestones #1, #2, and #3 are checked, the
Status will be Ready. Click Generate Now.

:',:.-" If the Status is not Ready” read the Critical
- Messages and take the appropriate steps.
Usually this will mean making sure Milestone
#3 is checked and Milestone #4 is not

checked.

= Elections

AE Plans

3 Archived Elections

=R 2012 PARTISAN PRIMARY
S A A Glance

2y Palling Places

Foll BEook

-2 Payments

- B] Recordvates

{7 Supplies

M= Eallot Styles

-] ébzentes Applications

5] #bsentee Ballots

=] Provisional Ballots

# Candidate Filings

Contests

lection Results

ﬁ Reporting Units

[~
[+~

=
<] | »

|

Quick Tasks

E| Generate Ballot Styles

5 Clear &l Ballot Styles

Status:  Ready

Critical Messages

5.  Within a few moments, line(s) of

ballot style descriptions will
appear in the data grid. Each line
on the grid represents a unique
combination of contests and
referenda.

6. Expand (+) each ballot style on
the data. Verify that:

a. You have the correct number
of ballot styles.

b. Each ballot style has the
correct contests and

Yes

117472008
117472008
11/4/2008

¥ou have made a change to the grid, Would wou like bo save wour changes?

Mo

5 Records| ietumed

candidates listed.

¢ SVRS assigns a description (NP-1, NP-2, NP-3, etc.) to each ballot style. You can change this description by

2 typing directly in the data grid. You cannot use a description that has been used before by yourself or any
other user in the state. GAB suggests using a descriptive term followed by the HINDI number and election
date, e.g. “BLUE-0200 -110706” or “'SPVSR1-02002-040709.”

Put important information (like the color or ballot information) first, because the information at the end may be
cut off on the poll list. After changing the description and clicking on a different node, you may get the
message, “You have made a change to the grid. Would you like to save your changes?” Click Yes.

The description prints on the poll book and can be helpful to the poll workers.

Vv5/10/2013
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Check Milestone #4 - Ballot Styles Finalized

o

Counties cannot check Milestone #4 until all municipalities in the county also have it checked. Counties

Checking Milestone #4 at the municipal level signifies that you have generated and double-checked your
ballot styles, and are ready to generate absentee ballots and poll books.

should not check Milestone #4 until after an election, in order to allow municipalities greater flexibility in
changing contests, candidates and ballot styles.

1. Click the Elections node.

2. In the data grid, double-click the row of the election for which you wish to check Milestone #4.

tenu

4ot Welcome to AESM

8 Voter

5| Voter Applications
-] Abzentee Applications

QI E [ections

g Election Wworkers

= Q‘ Polling Flace Locations

==

Election Description
GEMERAL ELECTION

& to group by that column

Type

Gieneral Election

114720086

|| Election Status

Active

v || Date Cl. =]

2006 PARTISAN FRIMARY 912/2008  |September Partizan .. |Closed
2006 SPRING ELECTION 4442006 Spring Election Clozed
04/05/2005 ELECTION 4/5/2005 Special Election Clozed 12/31/2005
02/15/2005 ELECTION 2A6/2005  |Special Election Clozed 12/31/2008

3. Inthe Election — Update window, click the Events tab.

4. Inthe row reading Ballot Styles Finalized in the Election Milestone Column, select the check box
in the Completed column.

7~ N\

Milestones

EIectio@istricts I Documents |

Election Milestones are pivotal events during an Election Cycle. Mark off each Milestone as the event i completed.

el to group by that column

Ball

Puoll Books Frinted

Completed | Election Milestone Description Completed.. | Completed..
[w] Election Setup Bazic Election Setup complete; Election iz scheduled 9/13/2007 hanzeb
[w] Election Active Election Cycle has begun 9/13/2007 hanzeb
Ballot Setup Finalize Al Contests are zetup; Ballat Style can be generated 11./842007 pedern

Election Resultz Finalized

Al Election results entered and completed for the electi..

Paymentz Complete

Al Payments entered and completed for the election.

Election Dray Cloged

Election Day has paszed but all history not et recorded,

OO O0| 0| Ok &1

Election Finalized

Al election tagks are completed; election iz clozed

5. Click Save and Close.
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